N

8.

9.
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PROJECT ADMINISTRATIVE RECORDS

Review Memo to Designers 1-37, “Duties of the Project Designer”.

. When the project folder (Preliminary Report) is received, a correspondence record should be

attached to the inside of the folder. This form should be used to record all correspondence (oral and
written) for quick reference. See Attachment A. Also, a summary of all phone conversations must
be kept in the project folder on the “Telephone Memo” form. See Attachment B. A listof all people
involved with PS&E should be attached.

A “Project Checklist” should be started and kept in the front of the project folder for quick reference.
See Attachment C.

A copy of all correspondence should be filed in the project folder. Any data concerning the project
should be inserted in the folder as soon as possible. The original of all incoming correspondence
should be sent to the Office of Structure Design central file. This file is transferred to the Office of
Structures Construction when the project goes to contract, but remains in the building for future
reference during the construction stage.

A record of all project plan prints that are “distributed” is to be kept in the Print Distribution binder
in accordance with Memo to Designers 1-5 “Distribution of Plans”. See Attachment D.

A chronological record of any revisions in design or cost estimates should be kept in the project
folder. The Historical Cost Record or similar document may be used for this purpose. See
Attachment E.

Telephone calls from prospective bidders should be referred to the Specifications Section. See
Memo to Designers 1-15. (Note: If you answer any inquiries AFTER advertising you will have to
file a memo and route to all parties involved).

Complete a project check list for completed plan sets after a project has been P&Q’d. See Attachment
F. Refer to Memo to Designers 1-3 and the Bridge Design Detail check lists.

Complete a road plan check list after road plans have been received. See Attachment G. Refer to
Memo to Designers 2-25.

10. Prepare 4-scales and movement rating sheets in accordance with Memo to Designers 2-2 and 7-10.
11. Record telephone communications with construction personnel during the course of the construction

project on the “Telephone Memo” form.

12. See floor clerk for the above referenced forms.

PR Y

Philip C Warriner

/M.aicmi

RIZ:jgf New Memo
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Attachment B

DEPARTIMENT OF TRANSPORTATION

TELEPHONE MEMO

Dist-Co-Rie-PM

Incoming

Charge Unit

Ourgoing

Bridge Name

Bridge No.

Time

From
Subject

To

Who To Reply

Reply Required? (Y/N)
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Attachment C

DEF OF TRANSPOI
PROJECT ENGINEER'S CHECKLIST

PROJECT NAME: P & Q DATE:
STRUCTURE NAME: PROJECT ENGINEER:
DATE PERSONNEL COMMENTS
1, GENERAL

. PLAN
(BOA 10, BDO 2, WTD 21-19)

2. GENERAL PLAM ESTMATE:
BDA 11}

A TYPE SELECTION MEETIMG
(Harve Assihetc Commalant LON Km bakorn meetng |
(BDA 10-21, WTD 1-29)

4. REDUEST DISTRICT DRAINAGE AND
UTLITY INFORMATION:

5. AGREEMENTS REDUREL:
A Relcede
B. Coma of Engnesrs
C. Fush and Gars
. Chers, MTD 1-21

. REDUC PLAN MTTAL:
TD 1.8

7. COMMENTS OM GENERAL PLAN:

A [letect
B. FewA
C. Ohers

1.L0G OF TEST BORINGS:
MDD &

¥, COMMENTS RECEVED:
A Disisct

B Commrucean
C. Oars

10, AMD DETAL

11. 4 SCALE PLOT PRODUCED:
WTD2-D)

12 FINAL ESTRMATE

12 PROJECT PAO
4, INTTIAL RACK SET

{Dencie chanpes siar PLO on Rack Sl OALYT)
15 PRINT FOR OFFICE ENGINEER:

[ Fusgusuiad by Spechoatona)

16 REVIEW ROAD PLAMS SUSMITTED BY DSTRICT.
(WTD 225

17. EXPEDITE LETTER RECENVED:

A Rervows] P & Exsenate
(Casvart Slancaeds and Spechcason)

B. Tronsler Fuvescns bom Aack Sei o Tracngs.
C. Swbwvll Traceg & inkal Rack Sel 10 Spechcmoms
18 FIAL RACK SET.

15 SEND TO CONSTRUCTION:
A Moernant Ameg Calculsions (MTD 7:10)
B. 4-Scals Fowm Leaw (MTD 22)
€ Proderanary Raport {Upon recues!)
D. &Scals Pais (Upo regussi)
E RE Pundng Fs

Mote (MTD) = o b0 Daagrears
(BOA) = Braige Demagn Auin
(BO0) = Bruige Desgn Delade

H
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1510
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ILNoY
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OFFICE Minimum 2
DESIGN SUPERVISOR w/Type Selection Memo
MECHANICAL SECTION
PLANNING ENGINEER
DISTRICT (Include General Plan Estimate)
DISTRICT TRAFFIC (Lighting)

HQ LANDSCAPE ARCHITECT 1,5. 6, 9, 10
HEADQUARTERS PLANNING AND DESIGN
PRICING SECTION

GEOLOGY SECTION

ELECTRICAL SECTION NS

PRELIMINARY INVESTIGATIONS (North or South)
OH's gﬂ‘;u FE

UP's M.‘Sﬂ. AAE

MAINTENANCE (Mod. to Existing Structures)
FHWA

5]

|

POl ML 3N 1504

WLl=N|=|O|N

SNV1d 032nN03d

- L ] s |-
SNV1d IWH3INID

NOILNAIYLSIA LNIHd
NOILYIHOJSNYHL 30 INIWIHV43a

SLSI¥IJ3d5
FILLINMNOD
=M ] WIINHIAL

AGREEMENTS (Rairoads and Waterways)
GEOLOGY
DISTRICT TRAFFIC - On request one dropout film

3218 1nd

CHECK PRINT
OFFICE OF STRUCTURE CONSTRUCTION
DISTRICT - One vellum ol Foundation Plan
SOUND BARRIERS COMMITTEE

STRUCTURAL STEEL COMMITTEE

SANTA FE & UNION PACIFIC
uPs SPT.CO MW AR
OTHERS

EQ COMMITTEE (Unusual retrolfit detais)

o I A PR A P BN N W PN A N Ry IR A

N LR Y Y

SUVLIA GIHIIHONN

UNSTAMPED

QUANTITY CALCULATIONS
PRICING SECTION (With Quanites)
SPECIFICATION SECTION
RACK
TRANSIT PLANNING SECTION (Transt Facitties)
DISTRICT - One vellum
STRUCTURAL STEEL - TRANSLAS
OHs SAMTA FE & UNION PACIFIC
Omiﬂi
SAMTA FE N WP AR & UNION PACEFIC

uPs SPT CO.50 BAE
OTHERS

SVL3A 3INDIHD

FHWA,
UNSTAMPED

wuwunprlp]|lala]las|]=]|r]l=




MAY 1989

MEMO TO DESIGNERS

Attachment E

N P P A SR 0 LB DA A B A S B e B B S e B e S B o e M o i o e A A A A L R e A

UB|d [E18USD = D

(e1mdwon soeds) jeujd = g

(e18jdwiog) sueyy) jeuiBiepy = W

ejewieg Bupueid = 4

weyip Ag ervwyis3 unbioys v = 0

X30NI
1802

V101
JYNLONYLS
123roud

IHNLINYLS

va
(orepdn ey sepnpu) Ajjensn vojsiney) fuo eBusyg e21d = 31¥0dN
yoeq uo ueydx3 "eBureyy ubiseq NOISIASY ro HOUYTIHOHL Y Juniaa 43 3inow ANNOD 16159
= 1-05 040
000°1$ X S301Hd 17V _ QHO23H 1S02 WIIHOLSIH

NOLYIHOJSNYHL 40 ININ1bY430




1-38

MAY 1989

MEMO TO DESIGNERS

Attachment F

e R o o o e R e L o D S AP
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STVL3d HLIM 33HOV S133HS QHVANVLS OL SNOILVOI4IQOW HO S133HS QHVANVLS

"S133HS IVL30 NO 310N 3HV SNV1d GHVANYLS OL 3ON3H343H
‘031VNIQHOOD 34V 390148 INO NVHL 3HOW NO ST1IVL30 HVIWIS

‘3dAL 313HONOD 40 NOILV3NINEAd

‘(s390148 035S3HLSIHd

NO Q31YOIGNI 38 GINOHS S1HISNI) Nv1d TVHINIO NO NMOHS S3WVHL NOIS
"SNVId NI 3dNTONI L33HS SONIHOE LS3L1 40 D01

‘G3H3LN3 STHNLVYNDIS 1V

"SNOISSIWO HO %03HJ SV ILVINILS3 SNV 1d TYHINIO HLIM S33HOV ILVIWILST 133HS 3n8

SNV 1d 390148 HLIM 334DV SNV'1d OVOH 1S31V1
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31id QHVANYLS "ONILOO4 IN38 ANV 'LNIWLNBY 'NV1d TvHINID NO SNOILVLON 37id
‘M3IATH AD0T039 HLIM A1dWOD SNOILYAT 13 DNILOO4 ANV S3HNSSIHd 110S
‘M3IA3H AD0103D HLIM SNOILVATI I3 diL ANV 3dAL NI A1dWO2 S37Id

"SNV1d H1IM 334DV SNOISIAOHd TVI03dS

NOILO3S NDIS3Q
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Refer to Memo to Designers 1-3 and Bridge Design Details manual.
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‘3181LVdWOD S3WVHL NOIS ONV ONILHDIT 390148

“(STIVM DNINIVLIH 1DIHLSIa ATTVIO3dS3)
ONOdS3IHHOD SNOILISOd HNOLNOD ANV ST1IVM DNINIVLIY
SNV1d ONIQVHD "SNV1d NO NMOHS 3d0'1S 3WYS HO4 3OS SHNOLNOD

HNOLNOD

"HO4 @37VO NIHM "HON38 HO4 MOV SHNOLNO?D

'SNV1d 390148 NO HO4 037V SNOILVA313 OL ONOdS3HHOO SHNOLNOD

37140Hd m

‘SONOJS3IHHOD ViVQ 37140Hd

‘3781LVdWOO JOVNIVHA VIdY

"'STIVM ONINIVIIH NO SONITIVH 3AILO310Hd

'8 3dAL 'ONINIVH QHVND HOVOUddY 390148

'(3SIMH3HL0 HO SBHND a3SIVY) SBUNO NYIQ3W

'3181LVdNOD (SFDVLS NI ATTVIDIdS3) WAOWIH 390IHE ONILSIXI

‘F18ILVdWOD NOILONYLSNOD 39OVLS
‘'SAONOJS3HHOD 31va 3AHND

NV1d "(NOILYAHISEO A8) NMOHS DNINIVY 40 3dAL 103HHOD

‘ONOdS3HHOD SHLAIM AYMAVOY

‘ATH3d0Hd 3OS STIVM ONINIVLIH ANV STIVMONIM
‘NOILISOd H3dOHd NI 37v0S S3NIT'8'3 ONvV '8'8
"013 'SINIOd 319NV '5,93 '5,08 ININILHId 40 DNINOILYLS 103HHOD

'NMOHS SONIHY38 LO3HHOD
"ONINOILYLS NOILO3SHILINI LO3HHOD
‘'NMOHS H38WNN 390148 1034400

NOILO3S NDIS30

v3 37N LSOd 31N0Y ALNNOD 1510
-31va ‘A8 03X03HO
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SNV1d OVOH NO X03HD
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Refer to Memo to Designers 2-25.






